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FOREWORD 



The occupational analysis project was conducted by The Instructional Materials 
Laboratory, Trade and Industrial Education, The Ohio State University in con- 
junction with the State Departnent of Education, Division of Vocational Educa- 
tion pursuant to a grant from the U.S. Office of Education. 

The Occupational Analysis project was proposed and conducted to train voca- 
tional educators in the. techniques of making a comprehensive occupational 
analysis. Instructors were selected from Agriculture, Business, Distributive, 
Home Economics and Trade and Industrial Education to gain gxperience in 
developing analysis documents for sixty-one different occupations. Represen- 
tatives from Business, Industry, Medicine, and Education were involved with 
the vocational instructors, in conducting tpc analysis process. 

The project was conducted in three phases. Phase one involved the planning 
and development of the project Gtratsgies. The analysis process was based 
on so'jnd principles of learning and behavior. Phase two was the identifica- 
tion, selection and orientaflon of all participants. The training and work- 
shop sessions constituted the third phase. Two-week workshops were held 
during which teams of vocational instructors conducted an an^ilysis of the 
occupations in which they had en^loyment experience. The instructors ware 
assisted by both occupational consultants and subject matter specialists. 

The project resulted in producing one hundred two trained vocational instruc- 
tors capable of conducting and assisting in a comprehensive analysis of 
various occupations. Occupational analysis data were generated for sixty-one 
occupations. The analysis .included a statement of the various tasks performed 
in each occupation. For each task the following items were identified: 
tools and equipment; procedural knowledge; safety knowledge; concepts and 
skills of mathematics, science and comraunicat^pn needed for successful per- 
formance in the occupation. The analysis data' provided a basis for generating 
instructional materials, course outlines, student pe.. ''ormance objectives, 
criterion measures as well as identifying specific supporting skills and 
knot/ledge in the academic subject areas. 
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PREFACE 



The goal of this document is to describe the various tasks required- of a typewriter 
service specialist. The scope of the analysis Includes the tasks performed in both 
the customer's office and the repair shop. The duties are limited to maintaining 
and repairing typewriters and managing a repair shop. The analysis follows the tasks 
in the order In which they would generally be performed. 
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JOB DESCRIPTION 



The participant endeavored in this book to describe the duties and tasks required of 
the personnel in a typewriter repair service department. The analysis covered the jobs 
of an in-shop service person, an outside service person, the parts manager, and the 
service manager. It must be noted that in a small service department, any one or all 
of these jobs may be combined. 

th^°^!n^^^"^"?/ T^^^^!'^ "^'^^^ necessary to serve an apprenticeship, 

n^l ^ J f depending on the rate of progress. During the apprenticeship, the 
nomenclature of parts must be learned plus the duties of an outside and in-shop service 
person. It is also customary to attend service training schools when experience md 
learning warrant it, 

J^h.J^H^n! °f ^^^^^^ P"«°" those of repairing a typewriter and factory 

rebuilding of a typewriter. 

The duties of an outside service person are those of preventative maintenance and the 
repairing of a typewriter, 

c 

The duty of the parts manager is that of operating an efficient parts department. 

°^ ^ T^^""^ ^"'^^"'^^ °^ ^" i"-«hop service person, an outside 

service person, the parts manager, plus that of management and supervision. 
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Duty A Maintaining and Repairing Typewriters 

1 Meet with customer and locate typewriter 

2 Diagnose the problem on a typewriter 

3 Estimate cost on the repairing of a typewriter 

4 Clean a typewriter by hand 

5 Chemically clean a typewriter 

6 Disassemble a typewriter according to sequence 

7 Remove and replace worn parts on a typewriter 

8 Lubricate a typewriter 

9 Assemble a typewriter according to sequence 
0 Adjust a typewriter according to sequence 

11 Inspect the finished work on a typewriter 

12 Paint and refinish a typewriter 

13 Record necessary data on each typewriter repair 
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Duty B Operating A Parts Department 

1 Maintain a complete parts and supply inventory in service department 

2 Ship and receive parts and supplies 

3 Maintain complete library of parts catalogues and service manluals 
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Duty C Managing and Supervising A Service Department 



ERIC 



1 Hire typewriter service personnel and apprentices 

2 Dismiss an employee 

3 Maintain a standard of quality and production control In service department 

4 Maintain good customer relations in service department 

5 Advertise and promote service on typewriter 

6 Maintain an apprentice training program in service department 
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